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Tutorial T Creating an E-Grants Application

2023 Public Safety Answering Point (PSAP)
Operations Grant Program

To access DHSES E-Grants you must have a Username and

Password. Please contact DHSES at grant.info@dhses.ny.gov if you
need to request a username and password.
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Creating an E-Grants Application

New York State Division of
Homeland Security and
Emergency Services

E-GRANTS SYSTEM

Please visit the E-Grants Information page for
downloadable User Manual and Tutorials
prior to using E-Grants for the first time.

'You are attempting to gain access to a secure system and are required to read
and acknowledge the Electronic Submission Notice prior to accessing the
application.

Click on the Electronic Submission Notice button at the bottom of the page.
|After you have read and understand the notice, please click the Accept button
and the login screen will appear.

If you are experiencing difficulties submitting applications or filing reports, call
1-866-837-9133 for assistance.

Electronic Submission Nofice

Click on the Electronic Submission Notice.
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Electronic Submission Notice

The New York State Division of Homeland Security and Emergency Services (DHSES) encourages the electronic submission of applications for grant funding as this method expedites the process, reduces
the amount of paper materials involved in the grant award process, and minimizes the possibility of clerical errors.

By submitting an application electronically through E-Grants, it is unnecessary to forward any materials to DHSES. However, by submitting electronically, the applicant agrees that

1. The application is made with the full knowledge and consent of the official authorized to enter into contracts on behalf of the municipality or agency and agrees to comply with the requirements set
forth in 'New York State Division of Homeland Security and Emergency Services Certified Assurances for Federally-supported Projects: Certifications Regarding Lobbying; Debarment, Suspension and
Other Responsibility Matters; and Drug-Free Workplace Requirements'

2. Upon receiving an award, the applicant shall comply with all applicable federal, state, and local statutes, rules and regulations and

3. Once the applicant receives an award, a contract will be developed based upon the information contained within the application, but the fully executed contract is the only document binding on the
parties.

Before any application is submitted by a municipality or agency, the authorized signing official should read and agree to abide by provisions of the following documents which become a part of resulting
contracts:

1. 'Appendix A: Standard Clauses for all New York State Contracts' and
2. 'Appendix Al: Agency-specific Clauses' (for DHSES).
3. 'Appendix C: Payment and Reporting Schedule'

It is important to note that DHSES may suspend funding, in whole or in part, terminate funding for, or impose another sanction on a grantee if it appears that the electronic submission of an application
did not comply with the above requirements.

DHSES strongly recommends that the applicant:

1. Print the pertinent documents listed above - accessible at http://www.dhses.ny.gov/grants/
2. Ensure review of the documents and signed approval by the authorized signing official.

3. Retain the documents for future reference. Do not send them to DHSES.

If an award is made and a contract is subsequently developed from the application, the contract package that is sent to the official for signature will contain the required documents.

> ==

The Electronic Submission Notice must be read and acknowledged before accessing the system. Once
you have read the notice, please click the Accept button and the login screen will appear.

HINT: Since this is a web-based system you will be timed out after 30 minutes of inactivity and will lose
any unsaved material. Hit SAVE often. Also, if you have a lot of narrative to enter into E-Grants, type
the information into a Word file and then copy and paste the verbiage into E-Grants.
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HINT: Since this is a web-based system you will be timed out after 30 minutes
of inactivity and will lose any unsaved material. Hit SAVE often. If you see
either of the messages below it means that you have timed out. You must log
back into E-Grants in resume your application.

Message #1 Message #2

DHSES E-Grants E-Grants System

E-Grants is currently unavailable. The session has timed out or you are not logged in.

Click here to log back in.
E-Grants should be accessible shortly. We apologize for the inconvenience.

Mew York State Division of Homeland Security and Emergency Services
1220 Washington Avenue Extension

Building 7A

Albany, New York 12242

Phone: 1-866-837-9133

e-mail: grant.info@dhses_ny_gov

Homeland Security
and Emergency Services
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IMPORTANT INFORMATION:

Do not open two E-Grants windows at the same time to copy
iInformation from one application into another.

If you want to copy and paste information from a previous E -Grants
application, please copy the information into a Word document first.
It can cause system errors that may affect your grant application if
you have two E-Grants windows open at the same time.

Hint: See slide 61 for instructions on how to view and print your
entire application.
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New York State Division of
Homeland Security and
Emergency Services

E-GRANTS SYSTEM

Welcome to the New York State Division of Homeland Security and Emergency
Services.

Please enter your login information.

. |
Password: [

New users, please to set up and validate a new account.

€ Local intranet | Protected Mode: Off

Enter your Login Name, Password and click on the Submit button.
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E-Grants

i Welcome to DHSES E-Grants

Progress
Site Review Check the To Do List
Financial Find Projects for Notification by - Tracking - Reporting - Closeout
Property
Audit
e Click the Project link to begin a new application, or return to an existing application or contract.
Security

Login ID: /¥ PR
vbloomer o ki, New York State Division of Homeland Security and
Change Password 2 , e Emergency Services

E-GRANTS SYSTEM

Once you have logged in, the Welcome to E-Grants page will be displayed. Select Project from the left
menu frame to open the list of projects that match the access rights of the user or to create a new project.
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Project Grid -
E-Grants

Click on a Project number to view information for that Project. (click on column heading to sort by that column): or add a new Project.

Project N <:|
Attachment
Progress

Site Review

Total Records: 15 .Page 1 of 1

Project Status

Finan 1 LEOT -10:00-E0D no wWMor111111 test county Amendment Pending
Property LEOT -1000-E01 no WMOF111111 test county Application Received
LEOT 1001 -E00 no WMOT222222 test county Pending Signatures
LEOT -1002-E00 no test county Application Received
Help SHOT -1000-E00 no WMOG222222 test county Pending Signatures
Logout SHOT -1001-E00 no WMO0OG333333 test county Pending Signatures
SHOT 1002 -E0D no WMOT555555 test county Amendment Pending
SHOT -1002-E01 no WMOT555555 test county Pending State Approval
t SHOT 1003 -E0D no test county Mew
graniee SHO7-1004-E00 no New
207 SHOT7 1006 -E00 no WMOTFTTTTT test county Amended
SHOT -1006-E01 no WMOTFTTTTT test county Amended
SHOT7 1006 -E02 no WMOTFTTTTT test county Executed
SHOT - 1007 -E0OQ no WMOTFTTTTT test county Amendment Pending
SHOT 1007 -E01 no WMOTFTTTTT test county Mews

@ https:jifgrants.security. skate. v usfservlet [ OFPA. Project . ProjeckOpensSer vlek P action=open&ProjectID=5H07-1001-E00

é ' Inksrnsk

A list of currently active projects will be displayed. The grid will be empty if there are no projects
associated with the user. Click New to begin entering a new project.
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Project
E-Grants

Select a Funding Program and Funding Year to Create a New Project
Project .
Attachment Funding Program

| (Selecta Program Office) V| <:|
Award Funding Year Select a Funding Year) V|<
Progress
Site Review

e Rev
Financial

Property
Audit

It is EXTREMELY IMPORTANT that you
Login D: select the correct Funding Program and

vbloomer

Change Password FU n d | n q Year

To start a new application, you will need to select a funding program and funding year from the drop-
down boxes. See next two slides for instructions.
f NEW
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Project
E-Grants ~

Select a Funding Program and Funding Year to Create a New Project

Project .
e e Funding Program Select a Program Office
. Bomb Squad
S Fundlng Year Complex Coordinated Terrorist Attacks (CCTA) Program
Prog L2 Critical Infrastructure Grant Program

Site Review Explosive Detection Canine Team Grant Program

Financial Cyber Security Grant Program

EMPG
Prope_lty Securing Communities Against Hate Crimes
UL Hazard Materials Emergency Preparedness Grant Program
HazMat
Utilities Homeland Security Non-Profit Grant
Security LETPP/SLETPP

Legislative Initiative
Public Safety Answering Points Grant
Recruitment and Retention Grant Program

Operation Stonegarden
SHSP
P . Statewide Interoperable Communications Grant
I;(;?::nlgf Technical Rescu?a Grant Program
Tactical Team Targeted Grant Program
Change New York City UASI
Password

- = | g— L1 p— T

Select Public Safety Answering Points Grant from the drop-down box

New. | Homeland Security
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Select a Funding Program and Funding Year to Create a New Project

Atg:d?:;nt Funding Program | Public Safety Answering Points Grant -
Award Funding Year (Select a Funding Year) v
Progress {Select a Funding Year)
NN S A | Create Project | gg:;
Financial 5019
Prope_rty 2020
Audit 5021
2022

Utilities 203 qE—
Security

Help

Logout

Login ID:

Select 2023 from the Funding Year drop- down box and click Create Project Button. Click OK in the

pop-up box.
f NEW
YORK
STATE
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Participant: |

[ Genera | Participants Work Plan Budget Funding Allocation Questions

Acceptance

information and save. Add a National Priority and Program Purpose Area (if applicable). Once finished, proceed to Participants tab. For contract certifications, appendices and supporting
visit the DHSES website for available downloads. When you have completed your application, click the SUBMIT link in the left margin. Remember, you will no longer be able to edit your
Go to a een submitted.

Attachment  FRSNPHE WS | ‘
Award (60 Character Limit)

S i L1 i iss L1
Site Review Project Start Date (If known or applicable) Submission Date
Financial Project End Date I:l (If known or applicable) Grant Funds $0.00 0.00%
Property Project Period Years 0 Months 0 Matching Funds $0.00 0.00%
Audit Total Funds $0.00

pohcaton
Application ounty *
E Summary Description of Project * (Please limit to one or two paragraphs)
Login ID:
vbloomer

- Mandatory Field
Federal Program Purpose Area
Selecta Program Purpose to add to this Project.
v
v

®125% ~

This is the General Tab. Enter the following mandatory fields:
AProject title i FY2023 Public Safety Answering Point Grant
ACounty
ASummary Description of the Project i Brief description of the Project
AProject Start Date: 01/01/2023
AProject End Date: 12/31/2023
When completed, click on the Save button at the bottom of the page or the Save option in the left frame.
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Participant: %
m Participants Work Plan Budget Funding Allocation Questions Acceptance

Click "Add Participant" to begin a search of existing Grantees and Implementing Agencies, or click on the Participant Name to view the details for that Participant. If the contact information has changed
for grantee, implementing agency or contact, please do not attempt to re-enter the information. Email DHSES with your corrections. When you have finished adding Participants, please go to the
Workplan tab.

Attachment [#__[ParticipantName  |ParticipantType  [Remove |
Award

Progress Add Participant Total Records: 0
Site Review

Financial *A Participant is a Grantee or an Implementing Agency. If the same organization or unit of government serves as both grantee and implementing agency, please enter your organization once only as the

Property grantee, If a consortium, you may add multiple implementing agencies.

Audit

Reports Contacts for Participant -
Application (One Implementing Agency must include Primary, Fiscal and Signatory contact information. You do not need to enter all contact types for all Participants)

Help # _ |ContactName _ [ContactType  |Phone  [Emal ___ [Remove |
Logout

) Total Records: 0
Login ID:
vbloomer

3.4.7

Now click on the Participantst a b . Participants can be AGranteeso

Theofunt yo wi ladthelgmantele and theecdunty agency responsible for implementing the
project should be listed as the implementing agency.
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Project

General Work Plan Budget Funding Allocation Questions Acceptance

Click "Add Participant" to begin a search of existing Grantees and Implementing Agencies, or click on the Participant Name to view the details for that Participant. If the contact information has changed

for grantee, implementing agency or contact, please do not attempt to re-enter the information. Email DHSES with your corrections. When you have finished adding Participants, please go to the
Go to Workplan tab.

Attachment |# __[|Participant Name

Award
Progress | Add Participant <
Site Review

Financial
Property
Audit

| Total Records: 0

“A Participant is a Grantee or an Implementing Agency. If the same organization or unit of government serves as both grantee and i

I 1ting agency, | enter your organization once only as the
grantee. If a consortium, you may add multiple implementing agencies.

Reports Contacts for Participant -
Application (One Implementing Agency must include Primary, Fiscal and Signatery contact information. You do net need to enter all contact types for all Participants)

# [ Contact Name Contactype _____[Phone  JEmal__ [Remove g

. Total Records: 0
Login ID:
vbloomer

1 | r

€8 Local intranet | Protected Mode: On 3 v ®|115% -

Click Add Participant. _
NEW | Homeland Security
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Project Participant: ||

General Work Plan Budget Funding Allocation Questions Acceptance

Enter Search Criteria
Goto You can search using the first few letters for Participant Name, Ein or City. Each word in the Participant Name will be searched on independently. Use commas to separate the other search criteria. For
LUETH T[] [ example - if you want to find City that start with letters A and W - type AW in the City box.

Award
Progress
Site Review
Financial
Property
Audit

Participant Name

State -
County -

Application

Help
Logout

Login ID:
vbloomer

m

A search screen will open to search for an existing Participant. Enter full or partial name and click OK to
search the database. | f you previously applied fo
retrieved using the search option.

Hint: Thi s search engine | ooks tboaddetailedingautseaslat ches so d
NEW | Homeland Security
sTATE | and Emergency Services
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Project Participant: [
General Work Plan Budget Funding Allocation Questions Acceptance
Click on a Participant number to add that participant to the Project. Click on column heading to sort by that column. If the Participant you wish te add is not listed, click 'New' to create a new Participant.
Att::%:gent Total Records: 4 ,Page 1 of 1
Award
Progress Search Criteria : AND ((Upper(Participant.Participant_Name) LIKE UPPER('test%')))
Site Review | # | Participant Name jen _____________Jowy  Jstate |
Financial 1 Test Canine Partner 1111111111111 albany New York
P 2 Test County Emergency Management Office 000 Albany New York
rope_rty 2 Test Participant 00-0000000 Anytown New York
Audit 4 Test Regional Exercise Participating Agency 111 11 New York
Reports
Application
Help 3
Logout
Login ID:
vbloomer
] »
€l Local intranet | Protected Mode: On G v ®115% v

I n this example, ATesto was input into the search
you wish to add from the returned list by clicking on the blue # to the left of the participant name.

New. | Homeland Security
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Project

Participant: []
General Work Plan Budget Funding Allocation Questions Acceptance

Click on a Participant number to add that participant to the Project. Click on celumn heading to sort by that column. If the Participant you wish to add is not listed, click 'New' to create a new Participant.

Att;:cli’nt:'::ent Total Records: 4 ,Page 1

Award
Progress Search Criteria : AND ({Upper(Participant.Participant_Name) LIKE UPPER('test%')))

Site Review | # | Participant Name leNn ___Jeciy |State |

Financial 1 Test Canine Partner 1111111111111 albany New York
2 Test County Emergency Management Office 000 Albany New York

Property 3 | Test Participant 00-0000000 Anytown New York
Audit 4 Test Regional Exercise Participating Agency 111 111 New York

Re orts { @ Project Add Participant Type - Windows Internet Explorer pro.. l = E éj
Application L
Select the Participant Type that this Participant has for this
Help Project.
LOQOUt Grantee -
Grantee
Login ID: Implemennng Agency
vbloomer Other

Select the appropriate participant type. The screen will refresh and click on the Add button.

Important: Each application must have a Grantee and an Implementing Agency.

New. | Homeland Security
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Project

Home
Open

Goto
Attachment
Award
Progress

Participant: |]

General Participants Work Plan Budget Funding Allocation Questions Acceptance

Click on a Participant number to add that participant to the Project. Click on column heading to sort by that column. If the Participant you wish to add is not listed, click 'New' to create a new Participant.

Total Records: 4 ,Page 1 of 1

Search Criteria : AND ((Upper(Participant.Participant_Name) LIKE UPPER('test%")))

Site Review [ # | Participant Name jcity | sState |
Financial 1 Test Canine Partner ) 11111111111111 albany New York
2 Test County Emergency Manag 1t Office Albany New York
Property 3 | TestParticipant Iﬁ‘uuou Anytown New York
LUL 4 Test Regional Exercise Participating Agency MESSEEE f“:'m 'l'-"EbPEIEE 111 New York
Reports
Applica
Help © Participant has been added. :
A Pertep
Login ID
vbloomer
L
< 1 | » )
I €8 Local intranet | Protected Mode: On dy v ®115% -
The Patrticipant has been added to the Project. W .
NEW | Homeland Security

sTATE | and Emergency Services
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Project

Participant: ||
General Work Plan Budget Funding Allocation Questions Acceptance

Click on a Participant number to add that participant to the Project. Click on column heading to sort by that column. If the Participant you wish to add is not listed, click 'New' to create a new Participant.

Att;;c%;t'::ent <:| Total Records: 4 ,Page 1 of 1

Award
Progress Search Criteria : AND ((Upper(Participant.Participant_Name) LIKE UPPER('test%")))

Site Review  L#__| Participant Name en ————— —— Tciy  Istate |
Financial 1 Test Canine Partner 11111111111111 albany New York
2 Test County Emergency Management Office 000 Albany New York
Property 3 | Test Participant 00-0000000 Anytown New York
Audit 4 | Test Regional Exercise Participating Agency 11 111 New York

Reports
Application s 5
Help Message from webpage Iﬁ
Logout
Login ID:
vbloomer

:I Are you sure you want to create a participant?

| ok || Cancel

If the participant is not in the database, you may add them by clicking the New button. And then
OK. However, please ENSURE the participant is not already in the database to prevent duplicate

entries.
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Home General Participants Work Plan Budget Funding Allocation

Participant Type Grantee -

Participant Name *

Go to Address *

Attachment Award FrFamy

Progress City * ———— e
Site Review ity ate ew Yor -~ Zip
Financial Phone

Property County *
Audit

Participant Fiscal Year/Period: Start Date End Date

A fiscal year (or financial year, or sometimes budget year) is a period used for calculating annual ("yearly”) financial statements in businesses

Reports

Application and other organizations. The fiscal year is not your DHSES contract period.
Help SFS Vendor Number
Logout Employer Identification Number =
_ Municipality No
Login ID: pality
wvbloomer Dun & Bradstreet Mo
Charities Registration No

71 Mot for Profit
[T Sectarian Entity

Charity Registration Exemptions (See complete description below)
0 - not exempt

Remarks (2000 Character Limit)

[ Save ] [ Cancel ] [ Check Spelling ]
* - Mandatory Field
Charity Registration Exemptions - Codes and Descriptions

Enter the information to add a New Participant. Required fields are: Participant Name, Address, City, State,
Zip, County and Employer Identification Number, Click on the Save button. While SFS Vendor Number and

Dun & Bradstreet Number are not mandatory, please complete those fields as well. Mandatory data must be
entered before the record can be saved.

Note: If you need to update information after the records has been saved, please email
grant.inffo@dhses.ny.gov. Do not create a new participant. -
E YORK
STATE

Homeland Security
and Emergency Services
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Project Participant:

Open

Acceptance

Click "Add Participant™ to begin a search of existing Grantees and Implementing Agencies, or click on the Participant Name to view the details for that Participant. If the contact
information has changed for grantee, implementing agency or contact, please do not attempt to re-enter the information. Email DHSES with your corrections. When you have
finished adding Participants, please go to the Workplan tab.

Submit

Go to
Attachment
Award

# Participant Name Participant Type Remove
Test County Grantee X

Progress 2 Test County Sheriff's Office Implementing Agency X
(| Add Participant Total Records: 2

Financial *A Participant is a Grantee or an Implementing Agency. If the same organization or unit of government serves as both grantee and implementing agency, please enter your
property organization once only as the grantee. If a consortium, you may add multiple implementing agencies.

Audit

Reports Contacts for Participant [Test County v|
Application (One Implementing Agency must include Primary, Fiscal and Signatory contact information. You do not need to enter all contact types for all Participants)

Help # Contact Name Contact Type Phone Email

Logout | Add Contact to Test County | Total Records: 0

Login ID:
cstumpf

T — = | — LA — L] p—

The sample above shows a project with a grantee and implementing agency added.
Important: Each application must have a Grantee and an Implementing Agency.
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Home General | Work Plan Budget Funding Allocation

Open

Questions Acceptance

_ Click "Add Participant™ to begin a search of existing Grantees and Implementing Agencies, or click on the Participant Name to view the details for that Participant. If the contact information has
Submit changed for grantee, implementing agency or contact, please do not attempt to re-enter the information. Email DHSES with your corrections. When you have finished adding Participants, please
go to the Workplan tab.

e l#  |Participant Name
Attachment 1 Town of Main Street Grantee X
Award 2 Main Street Sheriffs Office Other X
Progress
s';;:::::lw Add Participant Toml Records: 2
Property
Audit *A Participant is a Grantee or an Implementing Agency. If the same organization or unit of government serves as both grantee and implementing agency, please enter your organization once
only asthe grantee. If a consortium, you may add multiple implementing agencies.
Reports
Application
Contacts for Participant | Town of Main Street v
Help (One Implementing Agency must include Primary, Fiscal and Signatory contact information. You do not need to enter all contact types for all Participants)
Logout
l#__|ContactName ______________________JConactType _________________[Phone __________JEmail ________JRemove ___________
Login ID:
vbloomer ‘ Add Contactto Town of Main Street ‘ Total Records: 0

Next you will add Contacts to the Participants. E-Grants requires a Primary, Signatory (i.e., County
Executive or Mayor) and Fiscal Contact (i.e., Treasurer). Please designate only one person as the
primary contact for the grant. This person will receive all correspondence related to the grant. Both
Primary and Signatory Contacts must be registered users of the E-Grants system.
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Use the drop-down box Contacts for Participants to select the correct participant, then click on Add
Contact to button.

Homeland Security
and Emergency Services

NEW
YORK
STATE




